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APPENDI X D

NAF PAY ADM NI STRATI ON
(Hourly Paid Enpl oyees )

A CGENERAL

1. Purpose. This Appendi x supplenents and conpl ements governing pay poli-
cies and procedures prescribed by the Ofice of personnel Managenment (opM) in

FPM Suppl enent 532-2, subchapter s8, NAF pay Administration. \Wile sub-
chapter s8 applies only to Nonappropriated, Nonappropriated Leader, and
Nonappropri ated Supervi sor (NA-NL-Ns) positions and enpl oyees (that is,
“prevailing rate,” Crafts and Trades (CT)) in accordance with the provisions of

this Manual, instructions contained in subchapter s8 have been made generally
applicable to Adm nistrative Support (AS) and Patron Services (ps) positions
and enpl oyees.  “Generally applicable” means that the |egal requirements and

policies enunciated by OPM and which also incorporate appropriate Conptroller
General decisions for NAF “prevailing rate” positions shall also apply to AS
and PS categories. Appendix A of this Mnual provides guidance concerning pay
policies and procedures for Universal Annual (ua) positions and enpl oyees.

2. Responsibility. DoD Conmponents shall integrate the instructional and

explanatory material 1n this Appendix into their internal NAF pay adm n-
| stration directives.

3. Format. The clarification and exanples are nunbered and lettered, wth
pertinent headings also provided for easy reference to the corresponding

sections of FPM Suppl enent 532-2, subchapter s8, and they should be reviewed
when the provisions of that docunent are being applied.

4,  Future Anmendnents. As additional clarification of FPM Suppl e-

ment 532-2, subchapter s8 and related instructions becone warranted, the
Appendi x wi || be anmended.

B. SECTIONS OF SUBCHAPTER S8 CLARI FI ED

1. GENERAL (S8-1)

a. Introduction (s8-1.a). For purposes of subchapter S8 and this
Appendi x, the term “| ead agency” neans the DoD Wage Fi xing Authority.

b. Agency Responsibility (s8-1.b). “Agency” as used in this Appendix
| ncl udes pop Conponents, as defined in this Manual. Unless authority is
del egated to subordinate |evels, Conponent headquarters are responsible for
(1) defining the period of seven consecutive cal endar days that nake up each
enpl oyees adm ni strative workweek, and (2) determ ning each enpl oyee’s basic
wor kweek.  (See definitions of these terns under section S8-2.)

170 BE USED ONLY I N CONJUNCTI ON W TH FPM SUPPLEMENT 532-2, s8.  Section and
paragraph titles within this Appendix are followed by parenthetical references
to the part of rpMm Supplenment 532-2, S8 being discussed.
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2*  DEFINITIONS ( S8-2)

a. Schedul ed Rate of Pay (s8-2.a.(2)). This is any rate corresponding
to the appropriate grade and step on the wa, N, NS, AS, or PS wage schedul es
i ssued by the DoD Wage Fixing Authority, including a retained rate of pay and
rate on tenporary pronotion when applicable.

b. Enpl oyee (58-2.a.(3))

(1) NAF Prevailing Rate Enployee. This termis used inter-
changeably with the term "NAI'? Crafts and Trades” enployee. An enployee of a

DoD WAFI who is enployed in a recognized craft or trade or other skilled
mechani cal craft, or in an unskilled, semiskilled, or skilled manual |abor
occupation, and any other individual, including a foreman and a supervisor, in

a position having craft, trade, or |aboring experience and know edge as the
paranount requirenent.

(2) In Chapter IIl of this Manual the definition of “enployee,” as
used in subchapter s8, has been extended admnistratively to include:

(a) Adm nistrative Support (AS) Enployee. This category
i ncl udes those enpl oyees wno performclerical, secretarial, and admnistrative

work that is of an office or nonmanual nature, and who are paid on an hourly
pay schedul e.

(b) Patron Services (ps) Enpl oyee. This category includes
t hose enpl oyees who performwork requiring skill and know edge in selling food
and retail nerchandise and in providing personal, recreational, and amusenent
services, as well as a variety of other norale support activities. They are
paid on an hourly pay schedul e.

(3) The term “nonwage,” where used, nmeans Universal Annual.

c. Hi ghest Previous Rate (s8-2.a.(6)). For the purpose of setting
rates for enployees in NAF positions, the term “highest previous rate” wll
i ncl ude those pay rates previously paid to enployees in AS, PS, or ua

positions, in addition to mwa, NL, and NS positions.

d. Representative Rate (s8-2.a.(7)). The term “General Schedule,” as
used in this definition, also neans the uva schedul e.

e. Pronotion (s8-2.a.(8)). The term “General Schedule,” as used in
this definition, also neans the UA schedul e.

f.  Change to Lower Grade (s8-2.a.(9)). The term “General Schedul e,”
as used in this definition, also neans the UA schedul e.

g. Prem um Pay (s8-2.a.{(14)). This term neans additional conpensation

for overtime work, Sunday work, and standby duty, as well as callback overtine
work and hol i day worKk.

h. Basic Workweek (s8-2.a.(17)). An enpl oyee’s basic workweek, as de-
fined, shall always be scheduled in advance of the 1st day of the

adm ni strative workweek in which it occurs.
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i . Overtime Work (s8.2.a.(19)). |In addition to the regular definition
of overtime work contained In subchapter s8, under the Fair Labor Standards Act
(applicable only to “nonexenpt enployees”), overtime work separately neans any
hours worked, whether schedul ed, ordered, or “suffered or permtted,” that
exceed a total of 40 hours of actual work performed in a week. (See paragraph
B.4.b. of this Appendix for further discussion.)

jo N ght Shift (s8-2.a.(23)). Regularly schedul ed nonovertine work
when a majorrty of the whole hours of such work occurs between 3 p.m and

m dni ght (second shift), or between 11 p.m. and 8 a.m. (third shift).

3. APPLI CATI ON OF PAY RATES TO NAF WAGE EMPLOYEES ( S8- 3)

NOTE :  Whenever reference is made to GS rates under section s8-3, that
reference al so nmeans UA rates.

a. Rates payable (sg8-3.a). Reference to “each enployee occupying a
wage job” applies equally to enpl oyees occupying AS and PS positions.
(However, for grade and pay retention determnations, refer to (1) sub-
chapter s9 of FPM Supplement 532-2; subchapter VI of Chapter 53 of Title 5,
United States Code; Part 536 of Title 5, Code of Federal Regulations; Book 536
of FPM Suppl ement 990-2; and FPM Letters and Bulletins in the 536 series for
i nstructions applicable to federal wage (cr) enployees, and (2) Chapter ||
subpar agraphs B.2.d.(1)(b) and B.2.d4.(2)(c) of this Manual for instructions
applicable to AS, PS, and UA enpl oyees.)

b. New appoi ntnents (s8-3.b.)

o - (1) Appointments above mininumrates in recognition of special
qualifications {(s8-3.b.(1)). DoD NAFIs may exercise the authority contained in
thi s paragraph.

(2) Appointnents above mininumrates for jobs in specific hard-to-
fill occupations (s8-3.b.(2)). The term “Federal wage schedule,” as used in
this subparagraph, includes NA, N, NS, as, and PS wage schedules. A
particular finding that a local NAP activity cannot recruit at the mninumrate
may be based on a study by the Department of Defense, a DoD Conponent, or any
| ocal installation that has NAP enpl oyees.

(3) s8-3.b.(3). The term*“lead agency,” as used in this
subpar agraph, neans DoD Wge Fixing Authority.

c. Position or appointnment change (s8-3.c.). DoD NAFlIs may exercise
the authority provided under this paragraph to set an enployee's step rate
based on his or her “highest previous rate,” but only in connection with those
personnel actions identified within the paragraph. (See paragraph 3.d., bel ow,
for an illustration of the conputation and application of the highest previous
rate rule.)

d. Conputation of highest previous rate (s8-3.e).

(1) s8-3.e.(5). The following is intended to illustrate
subparagraph S$8-3.e.(5). (Note: Al though the exanple bel ow uses NA grades, the
saute principle also applies to NL, NS, AS, and PS grades.)
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EXAMPLE
An enployee in New York, NA-8 Step 1 , was reenployed in Washington, D.C., at
the na-7 grade level. Pertinent wage schedule rates are as foll ows:
STEP RATES
1 2 3 4 5
NEW YORK NA- 8 $7.78* $8.13 $8.45 $8.78  $9.09

WASHI NGTQN, D.c. NA- 8 $7.55 $7.87 $8.18 $8.49  $8.81**

WASHI NGTQN, Dp.cC. NA- 7 $7.06 $7.36 $7.65 $7.94  $8.23**

* Previously earned rate
** Current rates in the wage area where the enployee is being enployed

Steps to be followed:

Conpare the nNa-8, step 1 rate ($7.55) in Washington, D.C., with the enpl oyee’s
previous earned rate ($7.78). In this instance, the previous earned rate is
the higher; therefore, this rate is the enployee’s highest previous rate.

Thus, the enploying poo NAFI may pay this enployee at any rate of the grade
NA-7 (the grade at which reenployed) that does not exceed the fourth step rate.
(Since the enployee's highest previous rate ($7.78) falls between two steps of
the grade NA-7 (steps 3 and 4), the enployee shall be paid at a rate that does
not exceed step 4.) In no case shall an enployee be paid nore than the top

step of the grade in which reenployed, irrespective of the enployee’s highest
previous rate.

(Note: A NAF enpl oyee has no vested right on reenploynent to receive his or
her highest previous rate of pay. It is within the admnistrative discretion
of the designated official with delegated authority to fix the enployee's rate
at the mninmumstep rate of the grade, or at any step rate in between.

However, a DoD Conponent may adopt a policy of always using the highest

previous rate, or requiring that an enpl oyee on reenployment shall be placed at
the first step rate of the grade.)

(2) s8-3.e.(6). For purpose of this subparagraph (s8-3.e.(6)),
the term “General Schedule” also neans Universal Annual schedul e.

e. Effective date (s8-3.f.{(1)). The effective date referred to in the
subparagraph shall nornally be the 1st day of the 1st pay period after the
action is approved. The term “agency” as used in the subparagraph neans DoD
Conponent or any subordinate entity to which authority has been del egat ed.

f. Admnistrative error (s8-3.k.). The term “agency admnistrative
policy,” as used in this paragraph, refers to the published policy or clearly
est abl i shed, consistent practice of a given DoD Conponent, or any subordinate
entity to which authority has been del egat ed.
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4, N GHT SH FT DI FFERENTI AL AND PREM UM PAY ( s8-4 ) .

a. Ceneral (s8-4.a.). The term“prem umpay,” as used in this sw.
section, refers to additional conpensation for overtine, holiday, and Sunday
work, as well as for standby or on call duty and call back overtine work.

NOTE :  For purposes of all prem um pay conputations under S8-4,
where there is a reference to payline rate or representative
rate, the enployee's actual grade and step are to be used.
(For exanple, see discussion under 4.b.(3) bel ow, which
expl ains s8-4.b.(8).

b. Overtine pay (s8-4.b.). Entitlement to overtine pay is authorized
in accordance wth the provisions of Title 5, wu.s.c. as described in FPM
Suppl ement 532-2, section s8-4, and anplified in this Appendi x. However
consi deration also nust be given to the overtime provisions of the Fair Labor
St andards Act (FLsa), as prescribed in FPM Letters, 551 series. (Enployees
covered by FLSA are referred to as “nonexenpt.”  Such enpl oyees are entitled to

overtime pay under whichever |egal authority provides the greater benefit.)

NOTE :  Subchapter s8 only speaks to the overtime provisions of
Title 5. Therefore, the exanples regarding overtinme, which

follow, illustrate overtine pay entitlements strictly under
those provisions. The exanples do not apply to any FLSA

overtine entitlenents. Since nonexenpt enployees are
entitled to whichever is the greater overtine pay benefit,

as provided by either law, it is necessary to carry out
dual calculations in order to make that determ nation.

Exanpl es of such dual calculations are contained in FPM
Letters, series 551,

(1) Work exceeding 8 hours in a day (s8-4.b.(3)). The follow ng
exanples are intended to 1lTustrate the pay entitlenments authorized by this

subpar agr aph;

EXAVPLE |

Four 10-hours day. Enployee works from7 a.m to 6 p.m Tuesday through
Friday. (Note: Under those circunstances wherein a Conponent has authorized
the use of flextime or conpressed time, the provisions of p.L. 96-196 w ||

apply.
Conput ati on

Conpensabl e hours

S M T W T F S Tot a

Schedul ed hours 10 10 10 10 40
Basic rate (schedul ed rate plus 8 8 8 8 32

envi ronnental / ni ght shift

differentials, if applicable).
Overtime rate (one and one-hal f 2 2 2 2 8

times the basic rate).
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EXAVPLE | |

Four 9-hour days and one 4-hour day. Enployee works from7 a.m to 5 p.m
Tuesday through Friday and 7 a.m to 11 a.m on Saturday. Enployee has a

| - hour meal period Tuesday through Friday, none on Saturday. Overtine pay is
computed as foll ows:

Conpensabl e hours

S M T W T F S Tota
Schedul ed hours 9 9 9 9 4 40
Basic rate (schedul ed rate plus 8 8 8 8 4 36

envi ronnent al / ni ght shift
differentials, if applicable).

Overtime rate (one and one hal f 1 1 ! ! 4
times the basic rate).

(2) Conputing overtine pay for night work (s8-4.b.(7)).

(a) The follow ng exanples are intended to illustrate the pay
entitlenments authorized by subparagraph s8-4.b.(7)(a).

EXAVPLE |

The following illustrates the conputation of overtime pay for enployees who are
regularly working a night shift for which the shift differential is payable,

when the overtime period falls within the day shift:

an enpl oyee’s reqgular schedule requires that work be perfornmed between the
hours of 11 p.m and 7:30 a.m, Monday through Friday. On Tuesday the enpl oyee
performs overtime work from7:30 a.m until 11:30 a.m Overtine pay is
computed as foll ows:

Conmut at i on

Conpensabl e hours

S Tot a

S M T W T
8 8 40

8 8

o |

Basic rate (scheduled rate
plus 10% shift
differential)

Overtine rate - one and 4 4
one-half tines the basic
rate (scheduled rate plus
10% shift differential)

EXAVPLE | |

The following illustrates the conputation of overtime pay when an enpl oyee
performs overtine work on a day not regularly schedul ed as a workday for the
enpl oyee or for the organization.
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The organi zation operates a 24 hours a day, Mnday through Friday operation.
The enpl oyee’s regular schedule 1s Mnday through Friday 3 p.m to 11:30 p.m
Overtime work was performed on Saturday, 8 a.m to 12noon. Overtime pay is
conmputed as foll ows:

Conput ati on
Conmpensabl e hours
Organi zati on Wrkdays M T WT F S * Tot al
Basic rate (scheduled rate plus 8 8 8 8 8 40

712%shift differential)

Overtime rate - one and one-half 4 4
tinmes the basic rate (schedul ed
rate plus 7 1/2% shift differential)

*Not a schedul ed workday for the organization or the employee.

EXAVPLE |||

The following also illustrates the conputation of overtine pay when an enpl oyee
performs overtine work on a day not regularly scheduled as a workday for the
enpl oyee or for the organization.

The organi zation operates a 24 hours a day, Mnday through Friday operation.
The enpl oyee’ s regul ar schedule is 3:30 p.m to 12m dni ght, Mnday through
Thursday, and 7:30 a.m to 4 p.m on Friday. Overtime work was perforned on
Saturday, 9 am to 1 p.m Overtine pay is conputed as foll ows:

Conput ati on

Conpensabl e hours

R GER N D G M S Wk GEE MR AR VTP i GO G AL D WS W AP AN EP TS emn e e S S AN WIS ER D Smm M mE T T

Organi zati on Wor kdays M T W T F S * Tot al
Basic rate (schedule rate plus 8 8 8 8 8 40
712% shift differenti al
for Monday through Thursday
only)
Overtime rate - one and one- hal f 4 4
times the basic rate (schedul ed
rate only)**

*Not a schedul ed workday for the organization or the employee.
**No shift differential added, because the scheduled shift prior to the

overtime Was a day shift. This would be true even if the overtine hours were,
for exanple, 4 ppm to 8 p.m

EXAVPLE |V

The following illustrates the conputation of overtime pay for an enployee
performng overtime work on a day other than a regularly schedul ed workday for

the enpl oyee, but one which is a regular workday for the organization.
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The organi zation operates a 24 hours a day, 7 days a week operation. An

enpl oyee’s reqgul ar schedule s Tuesday through Saturday, 8 a.m to 4:30 p.m
The enpl oyee perfornms 4 hours of overtinme work on Mnday between the hours of
8 p.m and 12 mdnight. COvertime pay is conputed as foll ows:

Conput ati on

Conpensabl e hours

Basic rate (scheduled rate only) 8 8 8 8 s 40
Overtine rate - one and one-half 4 4
times the basic rate (schedul ed
rate plus 7-1/2%shift differential)

_ (b) The next two exanples deal with overtime pay for
enpl oyees with regularly rotating tours as authorized under sub-

par agr aph ss-4.b.(7)(b).

EXAVPLE |

The following illustrates the conputation of overtine pay for a NAF enpl oyee
who has a regularly rotating tour of duty which includes two or nore shifts,
and who perforns overtime work on a regularly schedul ed workday.

An enpl oyee’s regul ar schedule rotates on a weekly basis between the hours of

7 am and 3:30 p.m; 3p.m and 11:30 p.m; and 11 p.m and 7:30 a.m, Mnday
through Friday. Overtime work is perfornmed on Tuesday during the week that the
enpl oyee is working the first shift (7 am to 3:30 p.m). Overtime pay is
conputed as foll ows:

Conput at i on

The scheduled rate (shift differential does not apply) is nmultiplied by 1.50 to
determne the overtine rate. The overtime rate is then multiplied by the
nunber of overtime hours. (Note: If overtine work is performed on a day
during the following week, when the enployee is working the second shift

(3 p.m to 11:30 p.m), the conputed overtine rate would be one and one-half
tinmes the scheduled rate plus the 7-1/2% shift differential.)

EXAVPLE | |

Wen an enpl oyee who works two different shifts on a scheduled rotating basis
during each week perforns overtine work on a day other than a regularly
schedul ed workday, overtime pay is conputed as foll ows:

MW TF
Enpl oyee’ s regul ar schedule 3 p.m - 11:30 p.m 11 p.m - 7:30 a.m

Overtinme hours worked on Saturday, 8 a.m to 12 noon.
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Conput ati on

(Note: Overtine pay is conputed on the basis of the average rate of basic pay
for the regularly schedul ed shifts worked by the enpl oyee.)

Monday, Tuesday, Wednesday. - 24 hours - Basic rate (scheduled rate plus
7-12% shift differential)

Thursday, Friday ------------ 16 hours - Basic rate (scheduled rate plus
10% shift differential)

SUM di vided by 40 hours equal s AVERAGE BASI C RATE
X
1.50 equal s the OVERTI ME RATE
X
overtime hours worked

( 3 ) _Conputing overtinme pay for NAF enployees paid on other than a
time rate basis (s8.4. b.(8)). For those who are paid froma NAF regul ar wage
schedul e or agency multistep speci al schedul e, conputation of overtine paynments
IS based on the enployee's grade and step if he or she is on a multistep rate
schedul e before any reduction in consideration of tips. The amount of the tip
offset (no nore than 40% of the current FLsA mninum hourly rate, or State or
| ocal rate, whichever is higher) may then be deducted fromthe overtine rate,
but only where the offset has been authorized for use by the appropriate
conponent |evel and is not precluded when State or |local |aws are considered as
required by Section 18 (a) of the FLSA (29 u.s.c. 218 (a)).

EXAMPLE

The waiter who receives tips, and has an authorized tip offset of $.90 per
hour, performs 2 hours of overtime work. Enployee is regularly scheduled to
work from3 p.m to 12mdnight, Tuesday through Saturday. On Saturday, the
enpl oyee works overtine from12 mdnight to 2 am Overtime is conputed as
foll ows:

Conpensabl e hours

L Y - - - -

Organi zati on Wor kdays S M T W T F S Tot a
Schedul ed hours 8 8 8 8. 8 40
Basic rate (scheduled rate plus 8 8 8 8 8 40

7-12% shift differential)
Overtine rate - one and one-half 2% 2%
times the basic rate (schedul ed
rate plus 7-1/2%shift differential)
(mnus the tip offset)

*As the employee has a tip offset of $.90 per hour and earned sufficient tips

to cover the ampunt, this anount is subtracted fromthe overtime rate before
mul tiplying by the nunber of hours worked.
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4) Conput ati on of overtine worked (s8-4.b.(9))

Leave with pay. The following illustrates the conputation of
overtime hours when an enployee is in a “leave with pay status.” (Note:
Applies only to “regular full-time” and “regular part-tinme” employeesas
defined in this Mnual.)

EXAVPLE

An enpl oyee has a regularly schedul ed workweek of 40 hours, Monday through
Friday, 8 a.m to 4:30 p.m The enployee takes annual |eave from8 a.m to

4:30 p.m on Tuesday. Four hours of work are performed outside the enployee’s
basi ¢ wor kweek on Saturday. Overtime hours are conputed as foll ows:

Conput ati on

Conpensabl e hours

Hours of work 8 8 8 32
Approved annual |eave 8 8
Overtime hours worked 4 4
Total: 32 hours of work perfornmed

-8 hours of approved annual |eave
40 schedul ed hours (basic workweek)
4 overtime hours

(Note:  The previous illustration describes only the provisions
of title 5, U S. Code. In accordance with the provisions of the
FLSA, overtine pay is only provided for those hours actually
worked, over 40 in a week. Excused absences with pay, that is,
holiday tine off, sick or annual leave, and the |ike are not
consi dered hours of work. Therefore, in the exanple provided
above, a nonexempt enpl oyee would have no overtime entitlenent
under FLSA. See FPM Letters, series 551, for further infor-
mation.)

c. Night shift differential (s8-4.c). Mjority of hours, as used in
subsection sg8-4.c. neans majority of whole hours. (Hours are considered to be
periods of 60 mnutes.) This nmeans there nust be a mininmmof 5 whole hours of
a schedul ed 8-hour shift that fall during the period covered by a night shift
differential in order to qualify for such paynent for the entire shift.

(1) Part-tine and intermttent enpl oyees (s8-4.c.{5)). These
categories of enployees are entitled to night shift differentials when the

majority of their whole hours are worked during a period in which a night shift
differential is payable.

EXAMPLE |

An enployee is regularly scheduled to work a period commencing at 2 p.m and

ending at 8 p.m Since the mpjority of whole hours were worked during a period
for which the night shift differential of 7-1/2%is payable, the enployee is
entitled to that differential for his or her entire shift,
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EXAVPLE 11

An enployee is regularly scheduled to work a period .commencing at 1 p. m and
ending at 5:30 p.m  Since the enployee performed 2 hours of work before the
night shift period, and only 2-1/2 hours within the night shift period, the
empl oyee woul d not be entitled to the shift differential. (In order for this
enpl oyee to qualify for the differential, he or she nmust perform 3 whole hours
of work during the applicable night shift period.)

(2) Split shifts (s8-4.c.(6)). The following exanples illustrate
night shift differential entitlements under the “mgjority of whole hours”
concept when an enpl oyee’s tour of duty (a) overlaps nore than one established
shift, or (b) includes a break of nore than 1 hour within a “schedul ed basic
wor kday.

EXAVPLE |

An enpl oyee works an 8-hour shift from8 p.m to 4a.m wth a 20-mnute paid
meal period. The enployee works 3 hours in the second shift (7-1/2%
differential) and 5 hours in the third shift (10%differential) and will be
paid a 10%differential for all 8 hours since a mgjority of whole hours falls
within a period for which the 10% night shift differential is payable.

EXAVPLE | |

An enpl oyee who works 4 hours during the second shift (7-1/2% differential) and
4 hours in the third shift (10%differential) wll be paid a 7-1/2%
differential for the entire shift since a mpjority of hours is not worked
during the third shift. The 7-1/2 percent differential is paid because a

maj ority of hours is worked during a period in which a night shift differential
i s payabl e.

EXAVPLE |11

An enpl oyee who is authorized to work 3 hours during the third shift, 3 hours
during the first shift and 2 hours during the second shift (that is, 5 am to
11Tam and 3 ppm to 5 p.m) is entitled to a 7-1/2% night shift differential
for all 8 hours since a majority of his or her regularly schedul ed hours of
work fall within a period during which a night shift differential is payable.

The 10% differential is not paid since a majority of his or her regularly
schedul ed 8-hour shift does not specifically fall within the period of 11 p.m
to 8 a.m

EXAMPLE |V

An enpl oyee performs work from10 a.m to 12 noon, and during the sane day
performs work between 4 p.m and 8 p.m Hours worked each day total 6 hours
with the enployee performng 4 hours of work during the established night shift
period. This enployee is entitled to the 7-1/2% night differential for al
hours of work perforned (that is, 6 hours).

(3) Meal breaks (s8-4.c.{7)). The follow ng exanples illustrate
how neal breaks of 1 hour or [ess are included in the conputation of “ngjority
of whole hours.”
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EXAVPLE |

An enpl oyee works an 8-hour shift from1l :30 a.m to 8 p.m The neal break is
set from3:30 p.m to 4 p.m, and is included in the 5-hour period from3 p.m
to 8 ppm The resulting majority of whole hours entitles the enployee to a
7-1/ 2% shift differential.

EXAVPLE | |

|f the enployee’s shift is from1l a.m to 7:30 p.m, wth a neal break from

3 p.m to 3:30 p.m, no shift differential is paid, since there is no majority
of whole hours between 3 p.m and mdnight; that is, he or she is credited with
only 4-1/2 hours during the second shift.

EXAVPLE |11

An enpl oyee who works from7 p.m to 3:30 a.m With a neal break from1l p.m to
11:30 p.m is paid a 7-1/2% differential for all 8 hours since a majority of
his or her hours are worked during a period in wWhich a night shift differential
is payable. The 10% differential is not paid because even when the meal period
is counted, a mpjority of the enployee’s regularly schedul ed 8-hour shift does
not specifically fall wthin the period of 11 p.m to 8 a.m

d. Pay for Holidays (s8-4.d4.).

(1) Pay for work perforned on a holiday (s8-4.d4.(2)). The
following exanples are intended to illustrate the pay entitlenents authorized
by subparagraph ss-4.d4.(2).

EXAVPLE |

An enpl oyee's regularly schedul ed workweek is 8 a.m to 4:30 p.m, Mnday
through Friday. Mnday is a holiday, and the enployee is required to work 8
hours on that day. Holiday premumpay is conputed as foll ows:

Conpensabl e hours

Regul arly schedul ed wor kweek M T W T F Tot a
Basic rate (scheduled rate only) 8 8 8 8 8 4 0
Prem um pay - equal to the enployee’s

basic rate 8 8
*Hol i day

Notes: (1) The enployee is paid for all regularly schedul ed
work hours at his or her basic rate. Prem um pay

at a rate equal to his or her basic rate is paid for
t he nunber of nonovertinme hours worked on the holiday.

(2) If the enployee does not work on the holiday, but
instead is excused fromwork, the enployee is sinply
paid his or her basic rate for the nunber of regularly

schedul ed hours normal |y worked.
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@)1 f the enployee is excused on the holiday, and if a
shift differential would otherw se have been earned

because of the enployee's regular schedul e of work,
the shift differential is retained in the basic rate
for that day.

EXAVPLE | |

A regular, full-time enployee’s workweek is 11 p.m to 7:30 a.m, Tuesday
through Saturday. Mnday is a designated holiday in a given cal endar week, and
the enployee is required to work that day. For the purposes of this exanple,
Tuesday is the enployee’s “in lieu” holiday. The enployee also works 8 hours
on Tuesday. Premum pay is conmputed as foll ows:

Total hours worked 48
Hol i day hours worked 8

Overtime hours worked 8

Conpensabl e hours

-----

Regul arly schedul ed wor kweek M T W T F S Tota

Basic rate (scheduled rate plus

10% differential) 8 8 8 8 8 40
Hol i day prem um pay (schedul ed

rate plus 10% shift differential) 8 8

Overtine - one and one-half tines
the basic rate (scheduled rate
plus 10% night differential) 8*

*Since the employee's regularly schedul ed workweek consists of 40 hours,

Tuesday through Saturday, Monday becones the overtime period because it is
outside the enpl oyee’ s basic workweek.

EXAVMPLE |11

An enpl oyee's regularly schedul ed workweek is 9a.m to 5:30 p. m, MNonday
through Friday. Mnday is a holiday, but the enployee is required to perform
10 hours of work. Premum pay is conputed as follows:

Conpensabl e hours

S T SRS . S e S S W e T WS D WD SR S A T i e T D T S AP S — i — i — i . ———

Regul arly schedul ed wor kweek M T w T F S Tot a
Basic rate (scheduled rate

only) 8 8 8 8 8 40
Hol i day prem um pay (equal to

basic rate) 8 8
Overtine - one and one-half

times basic rate 2 2
*Hol i day
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EXAMPLE |V

A part-tinme enployee, who is entitled to observe a holiday, has a regularly
schedul ed wor kweek which is 9 am to 4 p.m (no neal period during which
enpl oyee is entirely free fromwrk requirenents), Mnday, Wdnesday, and
Friday. Monday is a holiday, and the enployee is required to perform 3 hours
of work on that day. Holiday premumpay is conputed as follows:

Conpensabl e hours
Organi zation Wrkdays S
Schedul ed hours 7 7 7 21
Basic rate (scheduled rate only) 7
Hol i day prem um pay (equal to

basic rate) Ik k 3
*Hol i day
**1f the enployee had perfornmed 10 hours of work on the holiday, 2 of those
hours would be treated as overtinme. (See EXAMPLE I1| above.)

e. Pay for Sunday work (sg8-4.e.).

(1) Authorization of pay for Sunday work (S8-4.e.(1))  The
followng illustrates the conputation of Sunday prem um pay:

EXAMPLE

An enpl oyee who is on a basic workweek of 40 hours per week and whose work
schedul e for the week includes a workday which begins at 6 p.m on Saturday and
ends at 2:30 a.m Sunday is entitled to Sunday prem um pay for that workday,
conputed as follows:

8 hours - basic rate (scheduled rate plus 7-1/2%
night shift differential)

8 hours - Sunday premumpay at a rate equal to
25% of the basic rate

(2) Entitlenent ss8-4.e.(3)). Only a “full-tinme” employee With a
basi ¢ wor kweek of 40 hours is entitled to Sunday prem um pay. Under the pro-
visions of this Munual, “regular full-tine enployees” and “tenporary full-tine
enpl oyees” have regul arly schedul ed workweeks of 35 or nore hours. Therefore,
not all NAF “full-time” enployees will be entitled to Sunday prem um pay, even
If they have an 8 hour workday schedul ed on Sunday.

(3) ™o separate tours of duty (s8-4.e.(4)). The following
exanple illustrates the conputation of sunday prem um pay when two Sunday tours
of duty fall in part on the same Sunday:

EXAMPLE
An enpl oyee on a 40-hour basic workweek works a regularly scheduled night shift
from5 p.m to 1:30 a.m (wWth 12hour neal break); one shift begins at 5 p.m
on Saturday and ends 1 :30 a.m on Sunday and the next begins 5 p.m on Sunday
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and ends 1 :30 on Monday. The enployee is entitled to Sunday prem um pay for
both tours (total 16 hours), conputed as follows:

16hours - basic rate (scheduled rate plus 7-1/2%
night shift differential)

16 hours - Sunday premum pay at a rate equal to 25%
of the basic rate

5. WTH N GRADE | NCREASES - WAI TI NG PERI OD (s8-5.b)

Y il v i b WP S G — S — — —— N — T —— W — —— - —— w— i ——— ko D T s - —— . G == A — —

Waiting period for full-time, part-tine, and internmittent enployees wth
prearranged regularly schedul ed tours of duty (NA, NL, NS, AS, PS)

- - e - e - - - - e e e = - bad

Enpl oyee at the end of a provi ded the nunber of
advances wai ting period of wor kweeks in a nonpay
1o step creditabl e service status during the
rate no. in the previous step, wai ting period does
of oo not exceed. . ..*

2 26 cal endar weeks 1 wor kweek

3 78 ¢ " 3 ¢

4 104 ¢ " 4 y

5 104 ¢ " 4 “

*LWOP in excess of these ampunts nust be nmade up with creditable service before
the within-grade increase is effected.

- —— i — —— i T L —— T —— o —— A S G T - S — i - e D S ——— D Y — A — —— v . —— o i —

Vaiting period for intermttent enployees wthout prearranged regularly
schedul ed tours of duty ( I0C)(NA, NL, NS, AS, PS):

Enpl oyee when the enployee over a period of no
advances has worked . . . . ... fewer than..
to step
rate no.
2 130wor kdays in a 26 cal endar weeks
pay status
3 390 " M 78 cal endar weeks
4 520 " " 104 = "
5 520 n 104 13 n

S — G i S T TSR W A G e W — - Gy —— — s . — . —— ——— — . ———th v . i S A T — "

*Any day on which “part-tine service” is perfornmed constitutes a full workday
of credit. (Only the days on which service is perforned are counted for
enpl oyees without a prearranged regularly schedul ed tour of duty.)
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